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You must use YOUR CAC to submit a SAAR 
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-You must have an ESR account before you can establish a CIMS 

account. 

 

-After you type in your SSN the fields should auto populate. 
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-All request must have a Justification. Something as simple as I am the 

Command Career Counselor, Assistant Command Career Counselor, Dept 

Career Counselor, etc., is proper justification for your access.  This is the 

number one reason SAAR’s get denied. 
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-Only CCC (CIMS) 

access will gain NRMS 

access unless otherwise 

justified.  

 

-Choose which CIMS 

access level access you 

need.  

 

Click Here 
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-Enter all your UIC’s that you are responsible for 

   

 

-To add additional UIC’s hit the “+” key 
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-Supervisor Details must be entered the same 

for retrieval. When the supervisor goes in for 

approval it must be the same spelling and  

format, so check for accurate information. 

 

- All email addresses must be a .mil account 

or it will be rejected. 

 

No space 

between comma 

and first name  
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• An email will be sent to you and to your Supervisor. 

Once your Supervisor approves it, a notification will be 

sent to you via email. After being finalized from the CIMS 

Super FAM Primary, a 3rd notification will be sent with 

the status of access granted or denied.  

 

• Questions please call NCC(SW/AW) Chris Kinstle- 901-

874-2533 or email christopher.kinstle@navy.mil  
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